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Job Aid:
Submitting Questions & Viewing Answers with the Q&A Tab

This Job Aid shows Sellers how to:

e Submit Questions to buyers
e View answers to Questions

Of Special Note:
e Not all bids allow for Q&A. Questions may only be entered into the Q&A tab when buyers have activated this feature.

e This job-aid walks sellers through the process of submitting questions to buyers who have posted bids in
COMMBUYS and the RFR allows for submission of questions.

e If a department accepts written questions regarding a bid, all accepted written questions and answers must be
published as part of the bid record in COMMBUYS. This requirement may be met by attaching a Q&A document to
the bid or by using the COMMBUYS Bid Q&A functionality.

e COMMBUYS will not prevent sellers from asking questions using the bid Q&A functionality up until the Bid Opening
Date/Time. In their bids, departments may set a date/time after which they reserve the right not to respond to
guestions.

Screenshot Directions

1. Launch the COMMBUYS website by
L entering the URL for COMMBUYS
(https://www.commbuys.com) into the
browser.
—— OPERATIONAL SERVICES DIVISION ——

COMMBUYS is the only official procurement record system for the Commonwealth of Enter your IOgIn credentials and click

Massachusetts’ Executive Departments. COMMBUYS offers free intemnet-based the Login button on the COMMBUYS
access to all public procurement information posted here in order to promote home page.

transparency, increase competition, and achieve best value for Massachusetts

taxpayers.

L ___ L Register
Register here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to registering.
[ ___ | Complete Registration
Complete registration here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to completing registration.

L___ | Open Bids
Browse open bid opportunities.
L ___ | Active Contracts
Browse active Contracts/Blankets
[ 18 Contract & Bid Search
Search for Bids and active Contracts/Blankets.

L | Registered Vendor Search
Search for registered vendors.

LoginID: |

Password:

Login Assistance?
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Submitting Questions & Viewing Answers with the Q&A Tab
Directions

Screenshot

UMNSPSC Code Browse | My Account | Customer Service | About

2. Upon successful login, your home

| T | POs~ | Bids™ | Contracts | Quotes~ | page displays with the navigation bar,
header bar, and control center. The
Home - Welcome Back John Smith control center allows you to easily

access and view documents that are
assigned to you.

m Vendor Communication{0) Bids(9814) PO(0) Quotes(0) Vendor Performance(0)

Click on the Bids tab.

3. Clicking on the Bids tab opens four
: sections:
s e Request for Revision

¢ Bids/ Bid Amendments
Bid # Organization Ahermate d Buyer Description Bid
T T - (Unacknowledged)
BO14-4002-1003081- Oeparimat o Agnesturs assurces Aenanie Gl | WASSVETERNARY-FY [ ] Open BIdS
et e e - ¢ Closed Bids
S99967 3 vCurrent wmmmm SOPRKNT m — List
T Click on a blue Open Bid hyperlink to
— — = — — open and review a bid, or click the blue
P e R T Bid Q&A hyperlink.
4. If the seller has not previously opened
Sdteotn —— and acknowledged the bid, a new page
" R . opens with a message requesting
No, and the bid will be displayed. Do you want o continue?

acknowledgement of the bid.

Click Yes to acknowledge receipt of the
bid.
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Bid Solicitation: 00000144

Submitting Questions & Viewing Answers with the Q&A Tab

Directions

Open Market Bid BD-15-1080-1080C-1080L-00000000382

Current Q & A for this bid:

eader biomaton 5. The bid opens. Information found on
Bid Number: 00000144 Description: ‘Snow Man Party Bid Opening Date: 5201 122000 P th|3 Screen Includesn
Purchaser:  Buper Buyer Organization: Operaiond Sendces Dhésion
Department: 5555 - Bueay f St s Sricss Location: - sA ° Purchaser
Fiscal Year: Type Code: Allow Elecironic Quote: Yes . Department
Altemate d: Required Date: TG Available Date < THAR0M 2200 PN . .
Info Contact: cmtedammmﬁﬁﬂm@ Bid Type: OPEN Informal Bid Flag: Yo ° ContaCt for thls bld
Puthess  Conliiz e The type of purchase:
e e Open Market
—  Blanket
Shipto Operational Senices Divtsion Billto Address: Operational Senices Dhision Print Format; Bid Pt ® Pre-BId Conference detalls
Addrss: o WAZ1B o Sh|p't0 and Bill-to Addresses
us us .
Bl s o e e Any attachments to the bid
Phane; (55)565 55 Phune (5566665
:i‘l;’l‘ll&ﬂb: sample attachment docx.
Form
Atiachments:
T E— 6. Scroll to the bottom of the page. Click
on the Bid Q&A button.
Brand:
Packaging:
Print Page Bid 0 & A Exit

Question #

Created Date

User Created

‘Question

1

P

James SedhVeater Word

‘Are you teresied n EPP meterias and recyckd meterisi?

Ves, we wil consiter

2

231204

John SrmevSurts Up Posl Suppies

Duck? Dodge? Hyde? Paultel me ifyou get ths quesson.

Add new questions:

Question Subject

Question (max 2000 characters)

===

Resel

——

7. The Q and A screen opens. Posted
answers appear on the top half of the
screen. The seller may post questions in
the lower section of the screen.

For each question asked through the bid
Q&A functionality, COMMBUYS displays
the name of the seller who asked it.

In cases where displaying the names of
the sellers may undermine the fairness
or competitiveness of a procurement, the
department may choose to post
guestions and answers as a document
attached to a bid.

JA_Seller_Q-and-A-tab_2015-04-17

Seller Job-Aid: Q&A Tab




D

OPERATIONAL SERVICES DIVISION

Job Aid:

Submitting Questions & Viewing Answers with the Q&A Tab
Directions

Screenshot

Open Market Bid BD-15-1080-1080C-1080L-00000000382 8. If a seller wishes to submit a question
to the buyer, the seller must enter a
A — — = = subject for the question in the Question
: iz e s [ e ———— Voo we et condr Su bj ect column and then type the
- —_— —— question in the Question column.

Current Q & A for this bid:

Question Subject Question [max 2000 characters)

Questions may be up to 2000 characters
long.

= =1 = | -

e atons 9. Click on the Save & Continue button

S Do P e to save the newly-added question and
Plbee e a e remain on the screen to add another
guestion.

. Click on the Save & Exit button to save
I - - - the question and exit this screen.

Clicking either button sends the question
to the buyer.

10. Printing the Q&A tab Information:
Back L A seller may wish to print the Q&A tab

Forward . 13 Tt}
- oy I o _ I‘e_COI‘dS. A§ there is no ‘Print bu_tton on
Save Background As... this tab, printing may be done via one of

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

set es Background the following methods:
Copy Background
S i. Right-click in the browser
elect All . 3
- window and choose Print.
% Blog with Windows Live || Pl‘eSS CTRL + P, and CI'Ck P”nt
I_ﬁ] E-mail with Windows Live 3
R Translate with Bing iii. Press the Print Scrn key on the
All Accelerators v keyboard to capture the
Create Shorteut mformatlon,_then paste the
—— screenshot into a program such
View Source as Word, then print the
. document.
Encoding L4

Print...
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